


[bookmark: _Toc5309670]Executive summary 

The report is a brief outline of suggestion or advice on effective team work and communication. The report will emphasise how effective communication both verbal and non-verbal, combine effort of good strong team work can resists any kind of small issue to crop up to major big problem. This report will try to showcase how effective two-way communication is vitally important to the proper growth of any organisation.

The researcher will also try to discuss few effective methods of communication relating to Michelle Sullivan ty shop, how those discussed method could help the shop to grow rapidly without less issue 

This report will also discuss teamwork theories of Tuckman and Belbin to illustrate how by implementation of those theories the organization can improve day by day 


























Table of Contents
Executive summary	1
1.0 Terms Of Reference	3
2.0 Procedure	4
3.0 Introduction	5
3.1 Findings	6
4.0 conclusion	13
5.0 Recommendation	14
6.0 Appendices	16
7.0 Acknowledgement	19
8.0 Reference list	20































[bookmark: _Toc5309671]1.0 Terms Of Reference 

Jessica Shore on 20.03.2019 have requested a report on effective team working and communication amongst the rapid expanding workforce of a toy store in Swansea.

The purpose of this report is to come up with realistic suggestion about how through effective communication & team work, small issue can be easily prevented to become a major problem 

A brief summary of the problem has to be outlined while  navigating the issue which the store is facing  for example (the shift of the staff ,about effective communication ,growth of the company from small sale business to a bigger one required more formal process ), detecting them, understanding the nature of the issue which it facing ,applying a module of two way communication to demonstrate how it should work properly and also by applying (Tuckman and Belbin ) how the teamwork can be improved .

 As a business consultant Mr B. Chowdhury will compile this report by latest 05.04.2019.
· 
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To be followed over a number of researches from the under said 
2.1 Books  
2.2 Website
2.3 Newspaper 
2.4 Journal 
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This report is to discuss about the team structure , effective communication of Michelle Sullivan toy store in Swansea .Michelle company have grown from a small toy store only employing five people ,a year ago to a capacity of 27(twenty seven ) staff at the current moment .This report is all about advising /suggestion on how with the growth of the company small issue can be restrained to get into a major problem . The researcher will discuss by means of consulting reference of different books, journal & reliable website ,how effective different methods of communication can help things to turn around .The report will also research how effective collective team work can bring wonders to the organization .This discussion will also help to understand the theories provided by Tackman & Belbin to help improving the team work in this organization .
“The speed of economic and technological changes means that the right path yesterday may not work today and could be a disaster by tomorrow. Solving these dynamic problems is what separates those who excel from the companies who are closing the doors”. (Connor,2013).  on this very realistic note it is advisable to understand the need of effective team work, communication and few theories provide by proved practical implementation and act quickly
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“Communicating usually implies both intension and means. In a sharper focus we could say that communication is essentially the ability of one person to make contact with another and to make himself or herself understood. communication is the process by which meanings are exchange between people through the use of common set of problem.”(Adair,2009)

Communication can be verbal & non-verbal ,it can be explained through various medium ,for example by writing ,reading ,listening ,talking ,it can be pass massage ,exchange of words ,through discussion etc .
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Effective communication is believed as one of the key success behind the growth of any organization so Sullivan toy store is not also an exception. In a sharper focus we could say that good effective communication can help the store to work proper. It is absolutely essential tools in getting great productivity and to maintain a strong working relationship between the workers .Sullivan toy store most of the staff are part time ,so it goes without saying that clear line of communication from the full time staff and managers are key to get the most out of them . poor communication can bring disaster to the organization.
Strong management team with strong communicating voice can work wonder in the store. The delegation of tasks, conflict management, building the motivation and relation in the team as most of them as most of them are part time. This all can be possible if the manager is a strong communicator. Whereas it has to be remembered that strong communicating does not mean only to talk but also empower the staff to talk and listen to their suggestion and then take decision .to facilitate strong communication is the key to success .The researcher found that as the most of the staff duty hours is variable a communication medium for example handover book or a pass on dairy etc have to be maintained to get the flow or smooth channel of communication after the shift handover of staff .The store manager should give stress on freedom of speech as that could be very handy as good ideas can flow from anybody at any time .well established lines of communication should afford everyone ,no matter their level or ability .As it is a toy store it needs always innovation, hence it should always be looked on that free communication should be encouraged by the organization to bring up new ideas of salesmanship . effective communication can be viewed both internally and externally. managers should join internally to pass the massage that they are delivering externally consistently by means of effective communication. The ultimate growth will also rely on this factor. Due to the team is heavily a sales oriented heavy focus on verbal communication should be monitored at all time, the managers should be on to it all time, train the staff 
“Improve attentional switching and build confidence in managing one’s sense of vulnerability. Non-verbal communication should be prioritized as a component.” (Plotkin and Shochet, 2018).



Communication
	VERBAL 
	NON-VERBAL 

	Use of words 
	Without us of words 

	ORAL 
Meetings, conférences, séminaires, lectures etc.

WRITTEN 
Letters, reports, news, papers, memos, books, etc 
	Eye Contact 
Facial Expression 
Head Movement 
Gesture 
Postures 
Haptics 
Proxemics 


 
As the above quote and  chart clearly state how important is both the way of communication for the staff in Michelle Sullivan toy store , as the staff working as a sales assistance have to be in pick of their communication for the success of the store .Research shows that the organization which heavily depends on sales directly these factor of communication is the key. “Good communication is crucial to sales success, you can’t make a sale unless you’ve demonstrated value to a prospect .you can’t do that unless you understand the problem and devised a strategy to solve them .In turn, you can’t do that until you get your prospect to tell you what’s wrong ,and so on and so forth ….”(Ye,2018)As it is also researched that two-way communication is also vital in the success of the organization and it can be explained by a simple diagram. “Two-way communication, by definition, is the interchange of information and ideas from sender to receiver and vice versa. Sound simple, yet many companies still fails to establish effective two-way internal communication and don’t realise the damage it’s causing.” (mHub,2019)
SOURCE 

CHANNEL

MSG
DECODING
ENCODING
MSG
RECEIVER





                                            FEEDBACK                                         
                                                                                                   
It can easily be explained through the diagram that the communicative massage which comes out through the source for example from the store manager have reached clearly to the sale staff. The action can be noticed by the reaction of the same massage, only by the positive feedback of the customer through the sale staff to the original source (manager). If there is some problem, then the feedback would be negative.
While doing the report the researcher also confirms that through explanation of effective team work by implementation of Tuckman and Belbin theory it can be shown how this helps the toy shop to prevent small issue becoming big problem.
Hence the study will now emphasis on Belbin’s theory of how to effectively improve team work by applying this. 
[image: Image result for belbin theory]
“Great teams start with Belbin! Belbin team role is the language of teams, enabling individual to be able to project and talk about their behavioural strengths in a productive, safe and non-confrontational way.” (Belbin.com2019)
Belbin is all about how people actually behave in the work place ,it is all about to understand which role they are well suited in a job environment .It is there to understand the role of the particular individual in the Team ,through this it become very easy to detect there strength which could make a greater impact to make a difference in the workplace .In the case of Sullivan toy store Belbin could be implemented to have greater effect ,as if the 3 managers can put there thought process to understand the strength of rest of the staff, day to day operation would be far more easy .Managers should make the whole team to gel well ,help them to finish their task and sometimes complete the job on behalf for them .Sometimes the staff like example the stockroom staff can feel apart from them ,they should be handled very carefully to also feel them a key member of the team .In Belbin team role every aspect have its implementation and details more depth research should be carried out by the managers to go for right people in the right place To make some example in the Belbin team role 

PLANT – Tents to be highly creative, can solve problem in unconventional way 

SPECIALIST – Can bring huge depth knowledge of key areas 

IMPLEMENTOR – Always plan a workable strategy and carry it out efficiently.

SHAPER – helps to keep focus, momentum going on, provide that push to the team.

“Belbin identified nine team role and he categorized those roles into three groups: action oriented, people-oriented and thought oriented. Each team role is associated with typical behaviour and interpersonal skill.” (Gazette,2011). By this line of research, it should be very clear now the different ways that can be looked to operate the team as Belbin suggested.
The researcher will also try to discuss the team role of the toy shop by incorporating Bruce Tuckman’s theory 
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“Tuckman's theory is particularly relevant to team building challenges as the phases pertain to the completion of any task undertaken by a team. One of the very useful aspects of team building activities contained within a short period of time is that teams have an opportunity to observe their behaviour within a measurable time frame.” (Tuckman,2019). By following the stages, the team can develop maturity and ability. relationship can be established, and the leader can change the leadership style. It began by directing style then moving through coaching, then go to participating, delegating and almost detached. This point the team can find a genuine leader and the existing leader can form another new team. This can be easily implemented to Michelle toy shop as it proves how the staff can be fitted in to different stage as Tuckman explained and the entire team work can improve massively. “Tuckman’s significance was a reflection of its time, responding both to the growing importance of groups in the workplace and to the lack of applicable research.” (Denise,2010).



John Adair's Action-Centred leadership model
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To further develop the point about how effective communication and good team work can help to develop a leader and by virtue help the entire organization to grow, the researcher would like to bring “John Adair's Action-Centred leadership model” which can effectively incorporate to the toy shop with ease 

“In any group when they are trying to achieve a goal. More than one person in the team act as a leader to others in the group. According to John Adair, they are three types of leadership situations.” (Norman,2016)

1. Task Needs: Having a clear goal as a group. The task should be clear, to the point. 

2. Group Needs: working as a team, motivated, focus top the job totally.

3. Individual Needs: understanding the disability of individual and helping them to get success in a group.
[bookmark: _Toc5309675]

4.0 conclusion 
Throughout the long report it is proved that “when a team is able to communicate well ,it save time that may have otherwise been lost of misinterpretation .A breakdown in team communication can be very detrimental leading to taking of incorrect action .The downside of this is that the team has to stop to address the problem before carrying on .”(Teamwork Definition Information ,2019). The researcher believes that the it has been already clearly being demonstrated through the report by means of various references that if Michelle Sullivan toy store have to grow smooth and fast it has to follow the above discussed process and theories.
Effective two-way communication and team work policy of Tuckman and Belbin if implemented correctly can create magic wonders in the team, which in return can help the business to grow.

The researcher will now focus on some recommendation which could help the business to grow further.


[bookmark: _Toc5309676]5.0 Recommendation
All of the recommendation is key to the success of the toy store to grow further 
· Night Supervisor- Immediate appointment of a night manager or supervisor to overview everything otherwise the nightshift work can become a nightmare 
· Plan ahead – the shop should keep themselves ahead of the market game as to keep one step ahead of the competition 
· Understand the customer – have to understand the customer need or demand and a have to keep staff trained like that 
· Finance in control – if the store do not know where the money is going, it will be soon gone, so tight control on finance should be done 
· Weekly stock check – stock check is the key of business, to know where the store stand as par the stock room
· Growth of the staff – have to give staff a motivational push to grow further so that the staff turnover keeps in control 
· [bookmark: _GoBack]Sales team to be superlative – As it is a Toy shop the sales team should be stronger than anything in the shop, managers should keep them motivate and also keep on working with them to push the shop growth.
· Learn from professional – Staff should learn from the professional personal involved in the business 

ACTION PLAN 
Based on the recommendation some immediate action plan can be pointed out 
· Create a revenue plan 
· Documentation of customer portfolio so that regular can be recognize 
· Creating a unique experience for the customers in the market 
· Training of the staff, so that nothing looks impossible to the staff moral.
· Strategies should be spot on spot on as now a day’s business do not gives a second chance 
· Proper rota planner of the week 
· Managers should do timely appraisal of the staff 
· Questionnaire of Tuckman and Belbin should be testified with staff as a staff training option so that team work get a solid start to the positive direction 

(some of the example of questionnaire and flow chart, diagram is explained in the appendices)
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Appraisal set up 
     
· Manager should conduct the review
· The achievements should be reviewed 
· Organizational goal should be set up beside individual 
· Give applaud to the staff for achievements 
· Set smart goal which is achievable and realistic 
· Identify the goal and found out the learning need and plans also 
· The manager should give regular feedback, review the achievements.
· New plan should be able to made, and the managers should provide with informal feedback so that staff get motivation.
Tuckman’s questionnaire 
“A significant interaction reflected self-doubters doing considerably worse and the self-unsure doing better in the competitive situation than the individualistic one.” (Bruce ,2003).    So the questionnaire can be done with the staff so that understand can move in right direction. As a staff training practice.
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This once again make clear how the Tuckman theory works. Tuckman’s chart should be used a for training the staff just like Belbin’s questionnaire 

[image: Image result for belbin's  questionnaire]

The above-mentioned Belbin’s chart could be used a training material also.
[image: /var/folders/h2/xbdw0xbd04q_pms1qy17kfch0000gn/T/com.microsoft.Word/WebArchiveCopyPasteTempFiles/Duty_Register_format.jpg]
(setupmyhotel.com,2019)



“Creating a staff rota can sometimes feel like trying to solve a Rubik’s cube with a blindfold on and your hands tied behind your back. It can be impossible. There are so many elements to be consider: employee request and availability, budget hours, time of peak business, shift patterns, employment law… it’s no surprise that in large organization it can take ages and then, without fail ,it will always last minute changes.”(Tonkin’s ,2016). 
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